© U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION N ORDER

NATIONAL POLICY o | 1360.16A

 Effective Date:
- - _ January 19, 2006
SUBJ: Correspondence Policy :

1. Purpose of Thls Order. Th1s order estabhshes the guldehnes for all correspondence
generated by the Federal Aviation Admmrstratlon Correspondence includes letters, internal
memorandums, as well as official e-mails. The FAA’s Executive Secretariat (AOA-3) is
responsrble for estabhshmg and enforcmg the guldehnes and processes _

2. Who Thls Order Affects ThlS order affects anyone who produces any forrn of '
correspondence - _ _ .

3. 'Goa,ﬂ.s of FAA’SCorrespondence.'_ '
. a. CorreSpondencemust be:
Complete provrde all mformatlon the reader needs or asks for;
Concise: don’t 1nsert 1rrelevant or unlrnportant information;
Correct: check your facts, your grammar, and your punctuanon

Courteous: use the right tone; and .
On tlme. meet or beat all deadhnes for responses.
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b. FAA o'fﬁces must give a high priority to congressional Inquiries and requests

4 Responsrbllltles of AOA—S AOA 3 has the prlmary responsrbrhty for F AA correspondence
"AOA-3: o B _

a; Estabhshes guldehnes for FAA correspondence 1nclud1ng setting standards for content
- and format, timeliness, and processing controlled items;
b. Assists offices that produce correspondence;
‘¢. Provides training on FAA gurdehnes as needed for staff responsmle for preparing and
- processing correspondence; : .
d. Administers the Correspondence Control Management System or any successor system,;
e. Helps the FAA Web Manager maintain the FAA employee Web site pages on
- correspondence and writing; and '

f.  Prepares reports for the Admlnlstrator on the FAA’s correspondence mcludmg
' tlmehness of correspondence ' - T
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5. Responsrbrlltles of the Llnes of Busrness, Staff Offlces, and Other FAA Organlzatlons

- All offices that prepare correspondence Whether 1nternal or external must follow the gurdehnes
_ estabhshed by AOA 3. - o _

6. Correspondence Gmdelmes AOA 3 1ssues gulde]_mes that address correspondence elements

o mcludrng

a. Writing clarrty and quahty,,
‘b. Format:
¢. Paper and envelope req_ulrements

‘d. Using the Correspondence Control Managernent Systern or any successor systern and
€. Trrnehness '

7. Pubhshlng Correspondence Guidelines. AOA-3 publishes the FAA’s correspondence
guidelines on the employee Web site, http: //ernpiovees faa.gov. AOA-3 may make routine
changes to these guidelines and will inform the lines of businesses and staff of any changes.
Routrne changes may 1nclude changlng the gurdehnes to

a. Keep them up-to- date with technology' or with common practices in the business world;

b. Accommodate preferences of the current Administrator or Secretary; and

¢. Accommodate changes in systems such as the FAA template system (FAA
Correspondence and Writing Tools) and any FAA correspondence tracking systems.

8. This order cancels Order 1360.. 16, FAA Correspondence Manualj of July 12, 1985.

' 9. For more information abouf _this order orabom corre'spondenc'e,j, contact AOA-3. _
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' Marion C. Blakey
Administrator
Federal Aviation Administration




